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or Early Years Application

Early Years Notifications Menu

Note: Early Years Administrators will have the full function of the Notifications menu - Please be
aware that sensitive content is discussed within the help guide.

Before you complete any assessments in the child profile, please ensure that you're in the correct

child profile by checking the child's demographic information. It's advisable to only have one Early
Years or Early Education session open at a time.

Help Guide Quick links:

Notifications Menu

Transfer Record

Action Type: New

Action Type: Update

Action Type: Transfer Rejected

Action Type: New Transferred

Action Type: Deceased

Notifications Menu:

When you log into the Early Years Application a pop-up prompt may display a notification that new
data has been added to the system since you last logged in. ‘Click’ ‘Display’ and you will be
redirected to the Notifications Menu. ‘Click’ the ‘X’ at the top right of the prompt to close the window.

Information X

Please note that new data were added to the system since the
last login.

Display




‘Click’ ‘Notifications’ on the left side of the menu bar. The ‘Notifications’ page will appear providing
‘Record type’ information for Carer, Child and Person. These ‘Action types’ include New, Updated,
Transfer Rejected, New Transfer and Deceased.

W Notifications

Recond type Full name NHS number Duate of birth Lecality Sowrce Action Updated Created
type date date

4 Details
% 4, Details
2024, Details
‘Search’ by ‘typing’ the name of a child, carer or use the NHS number.
Q - w
* Maotifications
4 Datails

You can search and filter by ‘Record type’ or ‘Action type’. ‘Click’ Record type or the Action type
arrow to view the dropdown menu.

W Notifications

Record type Full name NHS number Date of birth Locality"™ SoUrce ACTION TYPe

TRANSFER
REJECTED

Note: The Record types are Carer, Child and Person.



Transfer Record:

‘Click’ ‘Details’ on the profile you want to transfer to another Locality.

Q v v
* Record type Full name HHS Aumber Duate of birth Loscality Source Action type Updated Created
date date
Child BABY ROSENBALM $12115736% 13/0%/2024 Training MEMSpcts- aw | 26/09/2024,
birth- = 0557
notification-1
Cnilg BABY LOWE $109371368 12/09/2004 Training - | 16092024,  Detalls
: %53

‘Click’ Transfer record.

Child's details
NHS ID: 9221157369

Data Type Current data Received data Accept updates  Outcome
MHSNumber 9221157369 9221157369
Given names BABY BABY
Surname ROSENBAUM ROSENBAUM
Date of birth 22/09/2024 22/09/2024
Tirne of birth 01:25 o125

Sex Female Femalg

A prompt will display, ‘Click’ the drop-down arrow to view the Locality options.

Please select Locality where child should be X
transferred

Test New name

Bury

Holding Locality (Safeguarding)

New Locality
Rochdale
Salford
Stockport

Test New name




Once you have selected the Locality. ‘Click’ ‘Proceed’. The profile will be transferred.

Please select Locality where child should be X
transferred

Test New name

Cancel

Action Type: New

In this scenario the ‘Record type’ ‘child’ is selected, and the ‘Action type’ is ‘New’. You will only
view child new birth information.

EMPI overview
NI Q Child w Maw w
Rucord type Full name NHS Aumbier Dot of Birth Locality Source Action Updoted  Created
type dnte date
Chitd BABY SCHILLER FOFN02001T 15082014 Teaining NEMSp [ wEw | 1309001, Details
Bt g 16213
motification-1

Note: The Record type ‘Person’ refers to the 1tor 2" parent. The first parent may not have a
profile in the application as they are not the primary carer.

‘Click’ ‘Details’ to view the new birth child’s details profile.

Q A v
Record type Full name NHS number Date of birth Locality Source Action type Updated Created
* date date
Chila BABY ROSENBAUM FIN15TH6S 12092004 Training NEMSpei- l | 26/0%/2004,
birth- g L
notification- 1

Child BABY LOWE $109378858 11052024




The ‘Child’s details’ page allows you to review the Child’s and Parent details. ‘Scroll-down’ to view
the Parent’s details and review the entire page.

Child's details
NHS ID: 9221157369 Transfer record

Data Type Current data Received data Acceptupdates  Outcome

Note: Transfer record allow you to select a locality where the child profile should be transferred to.

Scroll-down the page and you will see 3 options. ‘Click’ ‘Cancel’ to undo any actions and close the
page. ‘Reject Record’ will allow you to choose a reason for rejecting the record and close the page.
‘Click’ ‘Save’ to confirm the information is correct and allow the system to create the profile.

I Cancel Reject record I “

Note: Once you save the record you can search for the profile in the Children’s menu.



Action Type: Update

In this scenario the ‘Action type’ is ‘Update’ which allows you to view a ‘Record type’ that has been
recently updated.

 ——

¥ Notifications

Record type Full name NHS number Date of birth Locality Sowrce Action Updated  Created
date dat,

24 Datails
24, Details
4 Details
3 H L1 H ’ 1 H
Click’ ‘Details’ to view the profile.
Q v v
Record type Full narme NHS number Date of birth Locality Source Action Updated Created
type date date
¥ Notifications
4. Details
4  Details
€ 26811247 00 09/2024, m
5

The Update page will display the ‘Current data’ and ‘Received data’. The ‘Accepted updates’
boxes are automatically ticked to confirm the ‘Outcome’. ‘Click’ the box to ‘untick’ and return the
Outcome information to the ‘Current data’ status. ‘Scroll-down’ the page.

NHS ID: 9268112477 Al DA
Data Type Current data | Received data | | Accont updates ] Outcome
Naotifications
g

Note: If you untick a box, you will see the ‘Outcome’ data change.



Scroll-down the page and you will see 3 options. ‘Click’ ‘Cancel’ to undo any actions and close the
page. ‘Reject Record’ will allow you to choose a reason for rejecting the record and close the page.

‘Click’ ‘Save’ to confirm the information is correct and allow the system to create the profile.

* Notifications

Cancel Reject record H

Action Type: Transfer Rejected

In this scenario the ‘Action type’ is ‘Transfer rejected’ which will show the transfers that have been

rejected. ‘Click’ ‘Details’ to view the profile.

* I Q [v3 Transfer rejected v
Record type Full name NHS number Date of birth Locality Source Action Updated Created
type date date
Child BABY DONUT 9008310139 22/09/2024 Training NEMS:pds- [ TRansFer | 26/09/2024, Details
birth- REJECTED 16:17
notification-1 i

Choose to Transfer the record again or Scroll-down the page to ‘Cancel’, ‘Reject record’ or ‘Save’

the profile.

Child's details l Transfer record

NHS ID: 9221157369

Data Type Current data Received data Acceptupdates  Qutcome




Action Type: New Transferred

In this scenario the ‘Action type’ is ‘New Transferred’ which displays a profile that has been
transferred from another Locality. ‘Click’ ‘Details’ to view the profile.

a N v ]

Record type  Full name NHS number Date of birth Locality Source Action Updated Created
type date date

NEW 21/60N4 AN '“Il:e!nilsl
TRANSFERRED (851

Note: You will need to reject the transfer or click save to accept the profile.

‘Click’ ‘Reject Transfer’ and the profile will be sent back to the original Locality. Scroll-down the page
to ‘Cancel’, ‘Reject record’ or ‘Save’ the profile.

Child's details

NHS ID: 7349320507 Reject Transfer

Data Type Current data Received data Accept updates Oulcame

Action Type: Deceased

‘Click’ ‘Details’ to view the profile. Review the profile and ‘click’ confirm to close the case. All the
correspondence with the carer will be suspended.

Q v Deceased v
Record type Full name NHS number Date of birth Locality Source Action Updated Created
type date date

Note: Not all Localities will have this view.
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